Date: 18" December, 22 


The Government of Sindh, 
A Donor Funded Project, 
Karachi. 


Dear Sir, 


I am writing to you regarding the open position for Office Assistant. As this is a role for which I am 
currently seeking, I was pleasantly surprised at my luck and wish to take this opportunity to apply, as I 


feel I would be an ideal candidate for this job. 


I have 7+ years of experience as an Office Assistant in the Healthcare Industry. In my present role, my 
main function was to Coordinate & Supervise daily routine Clinical and Non Clinical Administrative 
Matters. After performing the Administrative Tasks, I have successfully received top ratings for accuracy 


and efficiency throughout my tenure. 


I would be thankful for a chance to interview with you and hope that you afford me the opportunity. 


I look forward to hearing from you. 


Sincerely, 


M. Atif Lodhi 
Cell No. 0345-2908237 
Email: atiflodhi786@ gmail.com 


Mohammad Atif Lodhi 


New Haidery Market. Flat No. Al-204 Block “M” 
North Nazimabad, Karachi, Pakistan 
Cell No: 0345-2908237 


Email: - atiflodhi786 @ gmail.com 


Objective: 


To help Organization and Obtain a Position for Office Assistant for a Donor Funded 
Project through my Skills and Qualification. I'd like to find a job that uses the skills 
that I have and gives me the opportunity to gain new skills. 


Academic Qualifications: 


e Bachelor in Business Administration. (BBA) 2013 Iqra University. 
e Intermediate (Pre-medical) 2™ division 2007 Govt. College for Men. 
e Matriculation (Science) 1“ division 2005 S.M Public Academy. 


Internship: 


e Two months worked as an Internee in Resource & Support Department at “AIM VIZ” 
Software & Production House (November, 2013 to January, 2014) 


Current Working Experience: 


7+ Years of working experience as an “Office Assistant in Liaquat National Hospital. 


(May, 2015 to December, 2022) C= 


Responsibility: 
v To Coordinate & Supervise day to day Clinical and Non Clinical Administrative Matters. 


Y To ensure that hospital departmental staff complaints regarding Telecom related are resolved 
properly. 

v Responsible to make and check Monthly Billing Sheet for the Invoice Processing, forwarding 
& follow up on payments of different Vendors (Telenor, PTCL, TeleCard, Ufone, UAN, 
Delta, Silicon,). 

Y To check and verify the monthly billing data in system to ensure accuracy of the bills. 

v Responsible to check and verify the departmental inventory consumable items from Oracle 
and update them in ERP Software Database. 

Y Responsible to check Approvals granted by Managers and Directors. 

vY Responsible to make the Communication Expense and Establish the yearly Budget. 

v To Operate LNH SMS Portal regarding to send the different departments Inauguration, 
Employees Interviews and Management Meeting messages as per departmental request. 

Y To Generate ODR & CAPEX item document as per departmental need and Accountable of 
verification of items received at General Store. 

v Managing & Scheduling of Monthly Duty Roster file for staff and create Sheets accordingly 
as per ERP & Biometric Format. 

v Receiving & Sending mails / Answering Telephone Calls regarding Staff queries and other 
Healthcare Professionals. 
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v 
v 
v 


To maintain the Office Operations by Receiving and Distributing the Goods. 
Responsible to Record keeping and Manage Documents & Agreements. 
Responsible to handle and look after House Keeping Matters. 


Working Experience: 


Two months working experience as a “Customer Service Executive” for Telenor 
Program in IBEX |GLOBAL TRG Company. (November, 2014 to January, 2015) 


Responsibility: IBEX GLOBAL 
v Handling inbound & outbound Calls and SMS, and providing clear and accurate information 


v 


v 


Responsibility: 


v 
v 
v 


to Customers for Telenor Services. 

To Facilitate and Respond promptly and courteously to Customers and handling their queries 
& complaints by providing the Product and Services information. 

To Maintain the Customers Record Database and updating all required information correctly 
in respective System applications. 

To Enhance Organization’s reputation and brand image by applying Telenor Service 
Excellence standards. 

Greet and Address Customers in a Friendly and Respectful way. 


One Year working experience as an “Assistant Executive-Resource Management” 
in AIMVIZ Software & Production House. (November, 2013 to November, 2014) 
/\IMMV1IZ 
To manage all Outsourced projects & Recruit the vendors online. 

To Coordinate with Client support and Production department for smooth flow of projects. 

To Facilitate relationship between the vendors, Clients and the company. 


Computer Skills: 


Proficiency in MS Office (Word / Excel / Power point / Outlook) 
ERP / Oracle 

Handling Operator Console Software. 

Internet Browsing, Surfing and Applications 


Certification: 


Certificate for Completing Five Days Workshop on Computer Skills Development & IT 
Awareness Program held on 25" January, to 29" January, 2016 at Liaquat National Hospital. 


Certificate for Participating in a Two Days In-House Training Course on (ISO 9001:2015 
Awareness, Risk Management, Performance Monitoring & Internal Audit) held on March 29" 


& 30", 2016 at Liaquat National Hospital. 


Certificate for Completing One week Training for Sales & Marketing at New Jubilee Life 
Insurance Company from Head office in June, 2012. 


Certificate for active participation of Human Resource Management Seminar at Ramada 
Plaza Hotel in 2011. 
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Certificate for participating in Iqra University Talent Mania Competition in 2008. 


Certificate for Accomplishment the Skills of English Language in 2005. 


Key Strengths: 


Self Motivated. 

Ability to work as a Team Player. 

Good Speaker and can Communicate with the Staff at all Levels. 
Ability to handle Multiple Tasks & Perform under pressure. 
Effective Communication and Supervisory Skills. 

Skills in record keeping. 


Interest and Hobbies: 


Reading knowledge based books. 

Internet surfing. 

Participating different activities like comparing, debating, acting etc. 
Attending Academic seminars / Workshops. 

Teaching 


Personal Details: 


Father’s Name: Mohammad Arif Lodhi 
Religion: Islam 

Marital Status: Married 

Date of Birth: 27" August, 1987 
N.LC No: 42101-2838054-5 
Language: English and Urdu 


References: 


It will be provided upon request. 
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